State of Wisconsin
Department of Administration

Approver Guide for Information
Technology (IT) and Private Consultant
Services Purchasing over $150,000

Job Aid: 150K System Approver Guide



Job Aid: 150K System Approver Guide

TABLE OF CONTENTS

ACCESSING T LE0K SYSTEIM ...eeiiitiiiiiiiti ettt ettt et e e e ot e et e e ot et e e e aa b et e e e aa b bt e e e aab b e e e e aa ket e e e anbe e e e e aabbeeeeabbeeeesbnneaeants 3
SEANCNING fOr REQUESTES......eeiiit ettt ettt o h et a4k et o4kt b et e 4Rk et e 4 ea kbt e o4 e a kb et oo eab b et e e ann b et e e e s be e e e e nbreeeennnes 4
REVIEWING @ SUDMITIEA REGUEST ...ttt e e st e e e e e e s et eae e e s st e teeeeeeeassassteseeeeaaesesaantesaeeeeeesaaanstenneeeaeesannsnes 6
PN aE= 1) Y7L gTo = U o VAN o] o (oA T o T =T [0 1= £ 8
(O g F= T S A €T £ T o] L OO T PP TP PP PP PTPPPPPP 12

Stats for an INAIVIAUAL REGQUEST...........eiiiiiiee ettt ettt e s bttt e sk et e e s bbbt e e s bbe e e e s bbb e e e s bbneeesannneee s 12

S =T 0] A I =T [0 1T £SO 13

Note: If you have a pop-up blocker installed in your browser, be sure that it is turned off while filling out the information
for the creation of your request. If you click the back button in your browser with the pop-up blocker on, you may not be

prompted to save your progress, which could result in losing information you had previously entered.

Note: You will be automatically logged out after your screen has been idle for 20 minutes. Be sure to save your

information often to avoid losing anything.
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ACCESSING THE 150K SYSTEM

At this time, the Information Technology (IT) and Private Consultant Services Purchasing Over $150,000 System, or 150K

System, is only available to State agencies.

> STEP 1: Sign up for an account.
To access the 150K System, you will need to first sign up for an account. To do this, send an email to

DOAWisPro@wisconsin.gov with the following information:

e Your name
e Your IAM username
e The name of your agency
e Be sure to reference “150K System” in your email
A 150K System administrator will confirm that you should have access to the system and will email you when

your account is set up.

» STEP 2: Login to your account.

Navigate to the website at https://rpa.wi.gov and login with your IAM username and password and make sure

Accounts Domain is selected from the dropdown menu.

Request Purchasing Authority Login

|Accc-unts Domain j

Ul System users please select Register Wisconsin. Gov domain

Help | Request Access | | can't login

Once you've successfully logged in, you will be taken to the combined RPA Automation and 150K System

homepage. If you have access to both systems, you will see both the RPA and 150K system buttons (as seen on


mailto:DOAWisPro@wisconsin.gov
https://rpa.wi.gov/
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the following page); if you only have access to one of the systems, you will only see the button for that system.

For the purpose of this guide, we will focus exclusively on the 150K System.

Request Purchasing Authority

Automated Approval of Special Purchasing Requests

The RPA system provides a streamlined way for state agencies and UW campuses to submit, track and receive approval for
purchasing reguesis that fall outside normal competitive bid or purchasing processes.

RPAs are required to support certain transactions under Wisconsin state law_ [T or private consultant purchases over 150,000
require approval of the DOA Secretary per Executive Order #2283,

The Help tab includes links to additional information.

RPA IT or Private Consultant

(Waivers, Legal Service, Vehicle, Collectives) Purchase over $150,000
All Agencies and Campuses Agencies Only (no Campuses)

To return to this page at any time, click the Home tab at the top of the window. Click the purple button labeled

IT or Private Consultant Purchase over $150,000 to access the 150K System.

SEARCHING FOR REQUESTS

» STEP 1: Navigate to the 150K System homepage, as seen below. Click 150K Search tab at the top of the page.

IT or Private Consultant

Automated Approval for IT or private consultant purchases over $150,000

New IT or Private Consultant

Purchase over $150,000

Agencies Only (no Campuses)
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>

STEP 2: Enter your search criteria. Select the filters you wish to use.

Agency: Selecting an agency in the dropdown menu will filter your search results by the agency that
submitted the request.

150K Number: Once a request has been submitted, it is automatically assigned a 6-digit 150K Number. If
you know the assigned number, you can quickly locate the request by using this filter.

Phase: Select the current phase of the request. Phases include: Agency Draft, Revision, Assignment,
SBOP Analysis, SBOP Approval, DET Analysis, DET Approval, SBO Analysis, SBO Approval, Secretary’s
Office, Approved, Denied, and Withdrawn.

Created After and Created Before: You may search for a request submitted before and/or after a
particular date.

Flags: You can filter the search results by the flags associated with the request, either IT (which appear
in green squares) or Private Consultant (which appear in blue squares), or if it was marked as Rush in the

Assignment Phase.

View 150K Request

Agency: 150K Number: Phase: Created After: Created Before:
—All— w —Al— w 01/0372018 = 07032018 =
Flags:
IT

Private Consultant

Rush

» STEP 3: Once you have identified the request you need to review, open it by clicking anywhere within its square.

Administration, Dept Of Administration, Dept Of
150K-DET Analysis 150K -Revision 150K-Assignment Phase
150K Number 150K Number 150K Number
100067 100052 100051
Created Created Created
07/02/2018 10:50 AM 070272018 11:46 AM 07/02/2018 11:20 AM
Description Description Description
‘Webinar-hosting software Frivate Consg|
To make it easier to search, Private Consultant requests

Administration, Dept Of Administratibreerepeor S — ,

have blue tabs and IT Service requests have green tabs.

150K-Secretary's Office 150K-Assignment Phase 150K-Approved
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REVIEWING A SUBMITTED REQUEST

There are several tabs of information that you may view when reviewing a request. Each tab has a different set of

information relevant to the request. The number of tabs displayed will depend on the information that was included in

the initial request.

Request: This tab contains a summary of all the information provided in the request and shows the

automatically assigned 150K Number and the Phase the request is currently in.

View 150K Request

Request | Vendors @)  PriorYears@)  Estimates @) Documents )  Notes@@  Progress  History

Agen{:y Administration, Dept Of
150K Number 100051
Phase 150K-Assignment Phase
Created 0O7/02/2012 11:20 AM

Vendors: This tab displays the vendors that were entered into the request. If no vendors were added,
this tab will not display.

Prior Years: This tab displays information about requests entered in previous years. If no prior year
information was entered, this tab will not display.

Estimates: This tab displays cost estimates for all years that were provided.

Documents: This tab shows a list of documents uploaded with this request as well as a printable version
of the request itself and the request’s approval letter (which will continue to be built throughout the
approval process). All documents may be downloaded or printed.

Notes: This tab displays any notes that have been added to the request. If no notes have been added,
this tab will not display.

Progress: This tab lists all the stages of approval that the request must complete to be successful. The
stage the request is currently in will be highlighted and will list Current Phase to the right of it.
Necessary phases depend on the type of request (e.g., IT requests must also be approved by DET).
Additionally, a request may be sent back to the 150K Revision Phase if more information is required
before it can be approved. Once it passes through the 150K Revision Phase, it will bypass the Receiving

phase.
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View 150K Request

Regquest Vendors@)) PriorYears@)  Estimates @) Documenis ) 2 Notes@ | Progress | History

) 150K-Agency Draft

n 150K-Revision

2 150K-Assignment Phase Cument Phase

[E) 150K-5BOP Analysis

[} 150K-SBOP Approval Only requests for IT services will include the
DET Analysis and Approval phases.

ﬂ 150K-DET Analysis

[ 150K-DET Approval
£} 150K-SB0 Analysis

n 150K-5BC Approval
ﬂ 150K-Secretary's Office
m 150K-Approved

) 150K-Denied

23 150K-Withdrawn

e History: This tab shows a list of everyone who has interacted with the request through the system. For
each interaction, it will list the date and time, the person’s name, the phase the request was in during

the interaction, and the action (“event”) that was completed.

View 150K Request

Request  Vendors¢))  Estimates@)  Documents )  Progress | History | Stats

Time User FPhase Event
06/26/18 1214 Wieira, Jessica 150K-Agency Draft Submit
06/26/18 1214 Wieira, Jessica 150K-Assignment Phase In Queus
DF/25/18 09:55  McCrary, Charles  150K-Assignment Phase Approve
06/25M18 09:55 McCrary, Charles 150K-SBOP Analysis In Queue
06/28/18 0956 McCrary, Charles 150K-SBOF Analysis Approve

e Stats: Once the request moves through the Assignment Phase, the Stats tab will become available and will
show a pie chart of the amount of time the request has spent in each phase. Users can download this

information using the Download Phase Statistics button.
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View 150K Request

Request Estimates o Documents Q Progress History Stats

These are the durations of this request's completed phases. Duration in the download statistics is in seconds.

Download Phase Statistics

160K-Assignment Phase 228 seconds

Sum of Completed Phase Durations: 2 minutes

150K-SBOP Analysis 33 seconds [ 150K-SBOF Approval 11 seconds [ 150K-SB0 Analysis 23 seconds
150K-SB0 Approval 10 seconds I 150K-Secretary’s Office 12 seconds

ANALYZING AND APPROVING REQUESTS

As a Phase User with an Analysis or Approval role in the 150K System, you have the ability to edit and approve different

portions of requests that have been submitted to the website.

» STEP 1: Navigate to the 150K System homepage, as seen below. Click 150K Approve tab at the top of the page.

IT or Private Consultant

Automated Approval for IT or private consultant purchases over $150,000

New IT or Private Consultant
Purchase over $150,000

Agencies Only (no Campuses)
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> STEP 2: Enter your search criteria. Select the filters you wish to use to fine tune your search results. For step-by-

step instructions on how to search with filters, refer to the previous section.

» STEP 3: Open the desired request by clicking anywhere within its square.

Approve 150K Request

Agency: 150K Number: Phase: Created After: Created Before:

— Al W —All— W 01/04/2018 = O7/042018 =]
Flags:

IT

Private Consultant

Rush

> STEP 4: Review the request.

Administration, Dept Of

150K-DET Analysis
150K Number

100067

Created

07/03/2018 10:50 AM
Description
Webinar-hosting software

Administration, Dept Of

150K-Assignment Phase
150K Number

100051

Created

O7i02/2018 1120 AM
Description

Telecom services

Administration, Dept Of

150K-Secretary's Office
150K Number

100047

Created

06/2%2018 04:21 PM
Description

Consulting for Marketing IT Services

After opening the request, several tabs will display for your review.

Approve 150K Request 150K-Secretary's Office
Request Vendors g Prior Years ) Estimates ) Documents (g Approval Leiter Approve History Notes (g Print

Enter the request basics. Once you fill out this form you can save it as a draft so you can come back
to it later.

If needed, you may add a Rush Flag to the request by navigating to the Request tab and clicking the white Non

Rush button to changes it to a green Rush button. Be sure to click Save before leaving the page.

X Mon Rush
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On the Notes tab you may add any additional information you would like to include with the request. Enter the

information in the New Note box and click the + Add button to save it to the request. Note that once you have

entered a note, you cannot delete it.

Approve 150K Request 150K-Secretary's Office

Reguest  Vendors (@) Prior Years Estimates i) Documents g Approval Letter Approve History Notes g Print

Request Notes.

New Note
Required
06/29/18 04:23 PM :

Assigned to manager Redford

> STEP 5: Review and update the Approval Letter.
The Approval Letter tab is used to create the request’s approval letter. Users responsible for analysis in each
approval phase will need to review and respond to the relevant section (i.e., SBOP Analysis is responsible for the

Procurement Impact Analysis, DET Analysis is responsible for the Technical Impact Analysis, and SBO Analysis is

responsible for the Budget Impact Analysis).

PROCUREMENT IMPACT ANALYSIS

% 1o |This purchase complies with applicable contracts and procurement policies.

% Mo |This purchase aligns with enterprise goals for strategic sourcing in the applicable category.

SBOP recommends the purchase be approved.

Each Analysis section has three statements that the user must respond to. Initially, all responses default to x No

and the user must click on them to change the response to + Yes.

10
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Additional Procurement rationale, stipulations or approval considerations

The WMS contract is in place to procure technical services, not general business consulting. The agency has acknowledged they will
re-assign Steve to technical projects to bring the senvices in line with the scope of the contract. However, the hourly rate for this
contractor iz above the maximum allowed for the applicable job title, so the contractor can only continue if he accepis the allowable

nonfront rafo ond e occinnad $n T nenicnto

Cost Benefit Analysis:
* Yes M Mo; Exempt per 16.705(2)b)

Procurement Analysis Contact

Jane Dos

Contact Phone @
(603) 1224567

After responding to the statements, users may enter information into the Additional [Procurement, Technical,
or Budget] rationale, stipulations or approval considerations textbox. SBOP Analysis will also include
information regarding Cost Benefit Analysis and SBOP will be responsible for entering information into the
Contractor(s) field. Finally, Analysis users will enter their name and contact number before clicking Save &

Continue.

» STEP 6: Make an approval decision.
Navigate to the Approve tab and click the Deny, Send Back, or Approve buttons as appropriate. The request
will immediately be sent once one of the approval buttons are clicked; if a button is clicked unintentionally, you
will need to contact an administrator for assistance.
e Deny: This will deny the request.
e Send Back: This button will open a dropdown menu for you to select the specific phase the request
needs to be returned to. If the request has errors and must be sent back to the agency that submitted it,
select Agency Revision.

e Approve: This will approve the request and it will be automatically sent to the next phase for approval.

Approve 150K Request 150K-Secretary's Office

Request Vendors @ Prior Years € Estimates ) Documents g Approval Letter Approve History Notes Print

If this reguest is ready for the next phase move it forward with the approve button. You can also deny
it, edit it, or send it back to an earlier phase.

Bl

11
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CHARTS & GRAPHS

Statistics may be generated to show the average time requests spend in each of the approval phases. This data may be

generated for an individual request or for all requests as a whole or by phase.

Stats for an Individual Request

> STEP 1: Navigate to the 150K System homepage. Click the Search Requests tab at the top of the page.

» STEP 2: Search for and click on the desired request (must be past the Assignment Phase for the Stats tab to be

accessible). For step-by-step instructions for this task, see the Searching for Requests section.

» STEP 3: Click on the Stats tab. You may download this information to your computer by clicking the Download

Phase Statistics button.

View 150K Request

Request Estimates ) Documents &) Progress History Stats

These are the durations of this request's completed phases. Duration in the download statistics is in seconds.

Download Phase Statistics

Sum of Completed Phase Durations: 2 minutes

I 150K-Assignment Phase 28 seconds 150K-SBOP Analysis 33 seconds [ 150K-SBOP Approval 11 seconds [ 150K-SB0 Analysis 23 seconds
N 150K-5B0 Approval 10 seconds I 150K-Secretary’s Office 13 seconds

o)

12
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Stats for All Requests
» STEP 1: Navigate to the 150K System homepage. Click the Stats tab at the top of the page and select 150K

Average Phase Duration from the dropdown menu.

Request Purchasing Authority

Automated Approval of Special Purchasing Requests

New IT or Private Consultant

Purchase over $150,000

Agencies Only (no Campuses)

Once selected, you will be shown a bar graph displaying the average length of time requests spend in each
phase. By default, the graph will display results for all phases within the system, including those for the RPA

portion of the system.

Average Phase Duration
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> STEP 2: Limit statistics to specific phases. At the bottom of the graph, y ou are able to filter the results by phase.

Click the None Selected button to view the phase filters. Select as many of the phases as you would like and click

Refresh.

Download Phase Statistics

Limit statistics to requests currently in phase(s):

MNone Selected ~

¢ o

Search

150K-Agency Draft 150K-Revision
150K-SBOF Analysis 150K-SBOP Approval
150K-DET Approval 150K-5BO Analysis
150K-Secretary's Office 150K-Approved
150K-Withdrawn

150K-Assignment Phase
150K-DET Analysis
150K-SB0O Approval
150K-Denied

< Reset

This will show a bar graph displaying the average length of time 150 System requests spend in each phase. If

desired, you can further filter the results to only include specific phases using the steps above. Click Download

Phase Statistics to save or print an Excel sheet of the results.

Download Phase Statistics Refresh

14



